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VERIFICATION FILE CHECKLIST — EARLY CHILDHOOD

Self-Improvement Checklist
for Verification File

(to be in place for Visiting Team)

STANDARD I: MISSION AND PHILOSOPHY
____	 1A	 Written mission statement
____	 1A	 Written philosophy
____	 1C	 Faculty and parent/student handbooks
____	 1E	 Groups involved in the formation and revision process
____	 1F	 Orientation process for new staff members

STANDARD II: CLIMATE
____	 2A	 School Climate Survey
____	 2D	 Examples from current year (communication and interaction)
____	 2F	 Examples of center climate: exploration, experimentation, movement, activity
____	 2G	 List of educational programs in the community
____	 2H	 Copy of center’s discipline policy
____	 2I	 Center’s process for handling student/family crises
____	 2J	 System and record of lessons for protecting children from sexual abuse
____	 2K	 Documentation of center’s plan for teacher training in responding to suicide
____	 2L	 Referral system in place for counseling services 
____	 2M	 Copy of center’s social-emotional learning program

STANDARD III: LEADERSHIP
____	 3C	 Advisory council guidelines/constitution
____	 3D	 Advisory Committee meeting minutes (current samples)
____	 3H	 Summary of administrator educational qualifications and certifications
____	 3I	 Administrator’s job description
____	 3K	 Summative evaluations (names redacted)
____	 3N	 Administrative growth plan
____	 3P	 Copy of membership card

STANDARD IV: PERSONNEL
____	 4A	 Teacher certification records
____	 4B	 Staff certification records
____	 4C	 List of current employees and volunteers and dates of most recent background checks/child abuse 

screenings
____	 4E	 Copy of completed teacher evaluations 
____	 4F	 Professional growth plans and profiles
____	 4G	 Copy of mentoring program
____	 4L	 Copy of certification for first aid and/or CPR



PAGE 2

VERIFICATION FILE CHECKLIST — EARLY CHILDHOOD

STANDARD V: CURRICULUM
____	 5E	 Copy of documentation for teacher discussions of curriculum

STANDARD VI: INSTRUCTION

STANDARD VII: SERVICES
____	 7B	 Crisis management plan
____	 7C	 Record of emergency drills conducted
____	 7F	 Arrival and dismissal plan
____	 7H	 Description of the center’s lunch program
____	 7J	 List of health and counseling services used in the center
____	 7L	 Policy for administration of medication

STANDARD VIII: FACILITIES
____	 8D	 Asbestos report
____	 8E	 Safety documentation for fire extinguishers
____	 8F	 Safety documentation for exit routes
____	 8G	 Safety documentation for warning system
____	 8I	 Health inspection
____	 8K	 Center inspection list and reports (for current year)

STANDARD IX: FINANCE AND PLANNING
____	 9A	 Annual budget
____	 9B	 Finance Committee meeting minutes that support the school’s mission
____	 9C	 Minutes of meeting that shows budget approval
____	 9D	 Salary scale and public school district salary scale
____	 9E	 Evidence of short- and long-term planning with the improvement process
____	 9I	 Documentation of the discussion of the strategic plan
____	 9J	 Documentation that development plan/activities are in place

SUPPLEMENTAL STANDARD X: CATHOLICITY
____	 10A	 Results of Catholic Identity Survey 
____	 10F	 List of ways the Catholic culture and faith are expressed 
____	 10G	 Sample lesson on Social Teachings
____	 10J	 List of service project that included student participation
____	 10L	 Reflections of staff members on staff retreats
____	 10N	 Samples and evidence of the school’s activities of the Four Pillars of Stewardship: Hospitality, Prayer, 

Formation, Service
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